
GEORGIA DEPARTMENT OF HUMAN RESOURCES 
r' 

,APPLICATION FOR RECORDS RETENTION SCHEDULE I OFFICE OF ADMINISTRATIVE SERVICES 

DHR 
pplication Date ~ 

February 15, 1984 
~ 

wlication Number 

DHR 84-3 
I- ~. 

ARCHIVES AND HIFTDRY ~. 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ' ' 

Division O f  Rehabilitation Services 
Disabil i ty  Adjudication' Section 
200 Swanton'Way - Suite 300 
Decatur, Georgra 30089 - .- ." 

Application Number 

8 2 -  3 74?A' 
Date Received-- Date.Canplea 1.- 

FEE 1 7  1984 LTPR-6 ~ 1984 ~- .~ 

- .  - 
Fiscal Analvst 371- 5lcl5+,+4,,- 

~ ~ ~~~~~ 

Joy Katkins -. - ~~~~~~ ~~ ~ ~~~ ~ 

~ ~ 

- €tern 7 - change form - item 12 - reduce retention t i m e  for 
, Action Requested 

a. Establish Retention Schedule; record will wntinue to accumulate. 
b. Oisposa of present accumulation; no further accumulation anticipated. 
c. H A m n d  Application No. &-=9 ~ ~ - ...~~ - Check One: Change; Supercede; Void 

forms at  Adjudication Sectioo 

~~ - ~~ ~ ~ . .  ~ 

- ___-- ~.~ -~ 
Title (followed by titla used in office; if different) 

Disability Adjudication Client Case F i l e s  
Rehabilitation Services 

Dates of Series 

arlkst 

-____ ~ 

, Division and Office Function What i s  the function of the Division and the Office in which this record series is crested? 

z-- ~ 

.. . . .  

- --__ . 
. Remrds Series Dssuiption T h i s  file mntains the following docdments (include form numbers and titles, if anyl: Attach ramples of ihe file, 

.- 

D-mentr relatins to: 

, 8  

File is arranged: 



_ _ _ _ _ _ ~  

.-. 
f. I: th in fo rmt ion  mntained in th; &in: ewr published? If vaa.ntsch mpy. 

i a  the information contained in thi: wrie: emr aneiyrad andlor n c ~ d e d  i. a &mmariz& report? .. .. . 
._.__.~__~__ ~~ 

I I I h. I: there a duplication of thir aerier in Your dfice. or in another offica or .g?ney? 

I. I: thi: mrier loramejor portion of it1 ragulerlv microfilmed? 

j. Does the record a r k s  *wit in a mmputer printout? 

r b  - 1fv--w+ere7 .- D+~L +un+mq, S~C+-  & ! n u b \  &yu;r  

.___  

. 
The following mquina the wrie: to be kept: . .  

a. State lnw veer:. 
b. Statute of limitation ~ ~ war:. 
c. Fedenliaw yeera. 

d. Audi tpr icd __ ---.year:. 
e. Administrative need 7 F . v s a n .  
f. Federei retention instructions years. 

r _ .  - 8  

0 Calendar Year; a Fircai Year: 0 Other - then, 
Federal 

0 Hold in the current file: a m  month(s) warts); then 
Transfer to low1 holding area; hold 

0 Transfer to State Records Cmter; hold 
0 Destroy 
0 Transfer to State Archies for permanent retention. 
0 Other /Specify1 

yeads); then 
. .-. vearlal; then 

Disability Adjudication Sect?&? 

Forms --_ 4598+,and 4600 
Cut off file September 30 of each 
year; hold in current files area 

Forms 4598 and 4600 _ _ _  
- Financial Services'(record _ _  c o d  1 year; then destroy. 

. 
Cut off file June 30 of each year;. 
hold in current files area, 1 year; 
transfer to State Records Center; 
hold 4 years (or until audit is 
completed); then destrdy. (Schedul 

When case is .closed, place form in 
in the inactive file; hold 18 

~ ~- ~ 

Them Instructions aooly t o  all oil 
~~~~~~~ ~~ 

~ ~ ~ ~~~ 

~ 

~ ~. 
Record: Management 

I W  STATE RECORDS COMMITTEE 

Rctsntlon recornms?datlons 
In paragraph 12 are approved 
- I f  not anorwed. please 
attach a letter of sxplanatlon. 

etary of State/Oerlgnee 
~~ ~ ~ . 



Farm 4iof (7-78) * formerly Vocational Rehabilit-n -.. 

OEORQIA DEPARTMENT OF H W A N  RESOURCES 
OFFICE OF ADMINISTRATIVE SERVICES .APPLICATION FOR RECORDS RETENTION SCHEDULE ! .  

RECORDSMANAOEMENT_UN!T- ~ ~~ _______ --_ii__-=___ _ I _ ~ . _  -_l_,.._. _ i - l . ~  .I_x_ _I____  

For instructions on completing t h i s  form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (4041 656-4976 GIST: pl-0983 - - ~ - ~  ____ - "_" 

ARCHIVES AND HISTORY - ____I 

82 - 3 _7_9__. 
Date Completed 

'AUG 1 8 1982 SEP 1 6  1982 

I. GEORGIA D E P A F E $ O U R C E S  
* Division of Rehab i l i t a t ion  Serv ices  

D i s a b i l i t y  Adjudication Sect ion 
200 Swanton Way - S u i t e  300 
Decatur, Georgia 30089 

DHR 
\pplication Date 

August 1 7 ,  1982 
\pplication Numbr 

DHR 82-33 
~ ~. - ~. 

~ ~~~~ ~~~~~ ~ ~ 

I ~. -_ 
!. PerwntoContact Working T i l e  Telephone NumGr 

___ F i s c a l  Analyst 377-2411 
. -~ ~~~ 

Joy Watkins __ _. -. .... ~ ~ _ _ _ _ _ _ _ _ _ ~ _ ~ ~ ~ _  -~ _- __ 
I. Action Requested 

a. nEstablish Retention Schedule; record will mntinue to ammulate. 
b. 0 Dirpoce of presnt accumulation; no further accumulation anticlpeted. 
c. 0 A m n d  Application No. - __ Check One: Change: Supercede; Void 

. __ .- - .  .- __ __- ~- ~ 

___~._~~__I_____ 
6. Ramrdi B r l e i  Title Ifoliowad by title uad in off&#; if different) 

Rehab i l i t a t ion  Serv ices  Laten 1__ 
D i s a b i l i t y  Adjudication Client Case F i l e s  

The L)lvision of Rehab i l i t a t ion  Services  is  respons ib le  f o r  superv is ing  and d i r e c t i n g  the 
programs i n  t h e  S t a t e  which are designed f o r  t r a i n i n g  t h e  non-productive members of 
soc ie ty  t o  become product ive members of s o c i e t y ,  wi th  emphasis on serv ing  t h e  severe ly  
disabled on a p r i o r i t y  bas i s .  

The D i s a b i l i t y  Adjudication Sect ion has  t h e  r e s p o n s i b i l i t y  t o  ca r ry  out  t h e  F e d e r a l k a t e  
agreement under which t h e  S t a t e  qnakes determinat ions and supplemental s e c u r i t y  income 
determinat ions on a l l  Georgia app l i can t s  who apply f o r  Soc ia l  Secur i ty  D i s a b i l i t y  o r  Sup- 
plemental  Secur i ty  Income under T i t l e  I1 (Federal  o ld  age,  surv ivors ,  and d i s a b i l i t y  in-  
surance b e n e f i t s )  and T i t l e  XVI (Grants t o  States f o r  a i d  t o  t h e  aged, b l i n d ,  o r  d i s -  
abled,  f o r  such a i d  and medical a s s i s t a n c e  f o r  t h e  aged) of t h e  Soc ia l  Secur i ty  A c t .  

1. Dataof  %ria 

hrlisal 

__~_._.LC 1980 on t i n u i n  -__- _ ~ _ _  ___....~.~..____.I_-- 
i. Divislon and Office Function What i a  the function of the 6 i i t i o n  and the Office in which this record wries is created? 

___ - -- __ __ .- I -- ____ - __ - '. Records Serlea Desuiption 

Doeumntsrelating to: 

This file mntains the following dacdmenta lindud.9 form numben G d  titles, if my): Attach wmples of the file. 

author iz ing  e l i g i b i l i t y  f o r  r e s i d e n t s  'of Georgia who apply f o r  a s s i s t a n c e  
I under Ti t les  I1 and XVI of t h e  S o c i a l  Secur i ty  Act. 

Included are: forms -- 4598 ( D i s a b i l i t y  Adjudication - Authorizat ion and B i l l i n g  I n v o k e ) ,  

Each form conta ins  information &bout 

desc r ip t ion  of s e r v i c e s  authorized and performed, 

4600 ( D i s a b i l i t y  Adjudication - Request f o r  Payment o r  Reimbursement), and 4606 
( D i s a b i l i t y  Adjudicator 's  Development Sheet) .  
t h e  c l i e n t  -- name, address ,  case no., Soc ia l  Secur i ty  No., name of provider  of ser- 
vices f o r  t h e  p a r t i c u l a r  c l i e n t ;  
amount authorized,  and s igna tu res ,  as appropr ia te ,  and da te ;  
and r e l a t e d  expense, s p e c i f i c  information concerning payment; and comments. 

d a t e  of service; t r a v e l  

File is arranged: 

F p h a b e t i c a l l y  by c l i e n t  name. -. 
- ~~~~~ __ _ _ ~  - ~ ~ 

I. Monthly Referenm Rate ,: : - .  How often are records referred to  which are: 
One to six months old 5-10 d a i l y  Seven to web months old 9-4dai ly  
twenty-fivp munth8 and older 5 h  7 -~ .L__ ~..1._ .- -_-1~-. 

I. Annuel Rota of Accumulatlon or Records .. 

L6nsr.slzedrawerr -I__ ; Legel-rimdrawerr -- : Shelves - : Other (SIffclfY) Jer. year. ~~ ~ - _ _  

Thirteen to twenty-four months old mEG'!'tb 
~ ~ 

* .  
I ~- 

35,000 t o  45,000 
' ~. . '~ 



a. It this the official copy of the series? 
If not, where is it? 

b. Does the series contain mnfidentiel informetion requiring wcuritv handling? If yes, cite I- or regulation. 

c. Is this a vital record? 

DHR Off ice  of F inanc ia l  Services - Accounting Sect ion 

- ~- conta in  c l i e n t  ~ ~ ~ _ _  names - DHR c o n f i d e n t i a l  p o l i c y  XI.A.2(a) ~. . ~. 

X i  t _1 ~ - __~-- 

be scheduled rperately? 
I s  the information contained in this series ewr published? If 

~-- 
contained in t h i s  series ever analyzed andlor warded in a summarized report? 

-. . I X I I. ~. If this series lor a ma@rportion of.ir) regularly microfilmed? 
~ __ 

J_X_ LjI. ooes.thyre.cord seriea result in a computer printout? 
~ ~ 

1. Retention Requirements The following requires the wries to kept: 

a. state Law -. -~ .. years. d. Auditperiod k_5_.-ydars.  
-wars. years. e. Administrative med L b. statute of limitation 

years. c. Federal law yams. f. Federal retention instructions 

Attach wpy or exEerpt of laws or reggulations. Explain administratiw need. 

~. - -~ 

I 
~~ 

, .  
1: 

. ., 

~' 

-.---_i__lL ____ , - .  

! 
2. Awroved Disposition Instructions This w n c y  recommends that the file wries be cut off at  the end of each: 

OCaiendar Year.; =Fiscal Yam; mother then, 

Federal  FY 
0 Hold in the current filer area -.- n)onth(sl -~ 
0 Transfer to locnl holding araa: hold 
0 Transfer to State Records Center; hold m__l vaarls); then 

bettroy i 

vearC): than 
vwrls); then - . .  

. .  
c 0 Transfer to State Archiws for bermanent retention. 

Other /Specify) 

? o m s  4598 and 4600 
. Ac'counting Sect ion (record copy) -. 

Cut off  f i l e  June 30 of each yea r ;  
hold i n  cu r ren t  f i l e s    area 1 yea r ;  
t r a n s f e r - t o  S t a t e  Records Center; . ,~~ : . 

hold 4 yea r s .  (or  u n t i l  .audi t  is 
completed) ; then des t roy .  . . . 

. . , ~  

(Schedule 78-163-A) 
-.. . 

TQese instructions apply to all @or and future accumulations of the series. 

- D i s a b i l i t L A 3 u d i c a t i o n  - ~. -~ Sect ion 

Cut off  f i l e  September 30 of  each 
year ;  hold i n  c u r r e n t .  f i l e s  area 

-3 y e a r s ; .  then destroy.  
. .~ . .  . 

- Form - - 4606 - ! 
.~ 

When case ' I s  closed,  p l ace  foG.  i n  
t h e  i n a c t i v e  f i l e ;  hold 2 .yearIs; 

~ then destroy.  


